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NOTE: Screen prints throughout the NEBS manual may be slightlydifferent from the current
version of NEBS. However, this manual provides the basic system navigation information that has
not changed.



NEBS Security

The security function in NEBS gives agencies the option to assign staff to a specific role in
NEBS depending on the nature of their job and how they will contribute to building the agency
request. However, the NEBS administrator within the Budieision administers all security
settings in NEBS. The agency determines the appropriate security levels to apply to their agency
personnel, but the agency must submit all security access requests to the NEBS administrator for
approval and to have thecsrity settings put into NEBS. Security roles can be assigned across
the agency or by specific budget account(s):

T Agency Analyst - These users have inquiry and update functions for assigned budget
accounts, depending on the budget version and status. For instance, a typical agency user will
have the ability to update selected budget accounts in the agency request. These users will
also have the capability to create and update working versions for their assigoedts.

T Agency Inquiry - This allows inquiryonly access to a budget or group of budgets. This role
is intended for department directors, agency administrators, andnadin@gement staff who
need to review budget requests developed by their agency or submitted to the Budget
Division.

1 Text Maintenance - These users have inquiry access to a budget or group of budget
accounts and limited update capabilities to enter andtexlit This role is intended for
agency representatives responsible for narrative and performance measumputent

1 Personnel/Position Specialist These users have inquiry access to a budget or group of
budget accounts and limited update capabilitiegsHerpersonnel budget components within
a budget account or group of budget accounts. This role is intended for agency
representatives responsible for persommelt.

The security function in NEBS also provides several settings that can be applied & budg
account versions (such as agency request, governor recommends, working versions, etc.) on a
statewide basis. These settings are:

T Open- Allows agency users to view and update assigned accounts based upon their assigned
role.

T Locked - Versions that have been locked may be edited by the Budget Division only.
Agency users will have inquiry access. Agency request will be locked at 4:06npm
September 1st die evemumbered fiscayear.

1 Confidential - This version status may be viewed and edited by the Budget Division only.
The governor recommends budget is in this status until it is made public and presented to the
legislature.

1 Final - The governor recommends and legislatively approved versions of the budget are
made available to all users on an inquiry only basis.



Signing on to NEBS

Before you are assigned a NEBS password, you must submit the NEBS Security Access Form
for each individual working in NEBS. This form is found on the Budget Division website, under
forms- http://budyet.nv.gov/Documents/Forms/

When you sigron to NEBS, use the same user ID and password you have established for the

NEATS system.

f you have

di fficulty

signing

Finance Office Budget Division at (775) 688222and you will be forwarded to the appropriate

staff to assist you.

The NEBSLog-on screen offers some general budget related resources and information on the

status of NEBS.

User ID:  |jrodrig9
Password:

' Remember my User ID

3/21/06 NEBS SCHEDULED MAINTENANCE CHANGE
8/30/05

7/11/0% TERMINATI &N EMPLOYEE'S ACCESS
7/11/05 NEBS OPERATING IRS

Subject

NEBS NOW ENCRYPTED FOR SECURITY
TO NEBS

If you've forgotten your password...
Click Here

For all other questions, please contact your
assigned budget analyst in the Budget Office,

Referen Information & Links

Budget Diy on
NEBS Acce
NEBS P

curity Agreament

lerm Report

\ These links provide you with

system status and general user
information.

Data Warehouse of Nevada (DAWN)
Other Links

To change

your

password,

type

These links provide general
budget related resource informa-
tion, NEBS security access

t he

P rcquest forms, and a way to report
problems.

pa sdsdow obrodx |,y

which is your user ID if this is the first time you have logged into NEBS or NEATS. The new
password you select must be at least eight characters long. Your NEBS password and NEATS
password are the same. If you change the password for onghainiged for the other.

Change Password Form

0ld Password: I
Mew Password: I
Confirm New Password: I

% Cancel |

If it is your first time logging

into NEBS or if you have your
password reset, then the “Old
Password” is your user ID. Oth-
erwise, your old password is the
previous password you used to
log onto NEBS.



http://budget.nv.gov/Documents/Forms/

Signon for NEBS is at:http://nebs.state.nv.us/NEBS

If you need assistance with your User ID, password, or security issues, contact the NEBS
Administrator at (775) 688222.

NEBS Screens

Introduction

NEBS is composed of the:

==

NEBS home page similar to the NEBS logonscreen

T NEBS main function screen- the first screen you will see after you log into the NEBS
system

1 Functional screens where you define and input yobudgetrequest

The NEBS Logon screen is displayed below:

The NEBS home page is identical
to the NEBS log-on screen with
the exception of these system
utility functions links.

@WNEBS

NEBS
NEBS Home Page

User Information

Name: | gs NESSHAN

Reports Admin | Messages

Messaar~

Date Subject
/ 3/21/06 NEBS SCHEDULED MAINTENANCE CHANGE
8/30/05 NEBS NOW ENCRYPTED FOR SECURITY
7/11/05 NEBS OPERATING HOURS
7/11/05 TERMINATING AN EMPLOYEE'S ACCESS TO NEBS

Administration

User Admin Tasks

Home Address: 209 E. MUSSER ST. CARSON CITY. NV

Home Phone: ?775bLay0222

Personal Tasks

Change Password
Update My Email Address
Update My Password Hint

Reference Information & Links

Budget Division

System Admin Tasks
Wiew Batch Run Logs

NEBS Access/Security Agreement
NEBS Problem Report

Daka L £ Ao fovasen

The NEBSMain screen is the first screen you will see after you have logged into NEBS and
offers the following functions:

T Select the biennium and budget account in which you wish to watikwinformation.
1 CIick,Eto create OIE to delete a new workingersion.

T Click Eto open a primary working version of a budgetount.

1 Copy a primary or working version to another version by clicll .


http://nebs.state.nv.us/NEBS

T Provide a brief description of your program or provide extensive narrative on your program

by using the NEBS note function by clicking .

Refer to the NEBS Function section of this manual for a detailed description of how to utilize
each of the funatins discussed above.

The NEBSMainscreen is displayed below

¥ i i . .

B Budget Account Versions List Choose biennium and
budget account via the drop-
down menus or enter text to

Budget Period: | 2021-2023 Biennium (FY22-23) ¥ search for a budget account.
Choose Budget Account: | 1000 OFFICE OF THE GOVERMOR (Update) v
- OR -
Enter Search Text: | 1000 OFFICE OF THE GOVERNOR From the NEBS main screen,
you can add versions (. use
Budoct A " Vere. stat o the copy function to do version-
CELES e srsion S I to-version copies (E). provide
- ' (o HE A1 ] n] .
1000 - OFFICE OF THE GOVERNOR program descriptions, provide
Create Mew Working Wersion... additional program narrative,
- : ) ~ ~ - | provide performance measure
A0D - AGENCY REQUEST AS SUBMITTED Confidential (Final) information through the use of the
= . NEBS “note” function ([, and
= 53| A99 - COPY TEST 0
B = Per even delete (X)) a non-system
WO1 - 19F TEST Open e“s.éasbush?d version (W01, W02,
, elc.).
@ W55 - WORKING VERSION TEST ML Open
Create Budget Account...  Add Budget Account to Version...

Line Item Screen

This is the primary budget screen in NEBS and is where you can view your base budget
information, the results of your budget inputs from your schedule input$/a5dadjustments.
Through use of the dregjown menus, you can view your budget informatiordbgision unit or

for all decision units in one screen. The far right column indicates from what schedule your line
item data is derived (where applicable). This is also where you inptgat@aule driven budget
information and make adjustments to yousdaudget revenues.

From this screen you can:

Summary Line Items | Schedules Positions Mapping Acct. Maint.

Decision Unit: B0Q0 BASE » § Synchronize Actuals to DAWN m Reserves
Action DU Catg GL Description Actual Work Pgm Year 1 Change Year 2 Change Schedule
D Bo0O 00 2501 APPROPRIATION CONTROL 23,104,949 30,111,051 25,469,694 25,962,127 - None -
BO0OD 00 2510 REVERSIONS -351,944 - None -
D Bo0O 00 2511 BALANCE FORWARD FROM PREVIOUS YEAR 5,432,387 2,034,709 720,838 766,355 - None -
B00D 00 2512 BALANCE FORWARD TO NEW YEAR -2,034,708 - None -
Bo0O 00 2520 FEDERAL FUNDS FROM PREVIOUS YEAR 79,566 197,533 - None -
B00D 00 2521 FEDERAL FUNDS TO NEW YEAR -197,534 - None -
|:| BODO 00 3501 FED TITLE XxI RECEIPTS 2,448,689 1,515,783 1,914,524 1,682,216 - None -



T Navigate to the various NEBS screens by clicking the appropaiate
T Add revenuer expenditurdinesby clicking 9
. L. & Synchronize Actuals to DAWN
1 Synchronizeactualamountgo DAWN by clicking = : . Contact your
budget officer to obtaiaccess to use the button
1 Edit work program and actual amounts by click | Edit Acualjwe
. . . . — P . .
1 Confirm whether or not Reseraecountsare inbalance by clicking I fe=eves Thjs js
color coded to show what is being compared to what across years.

Reserves #
Du Catg GL Description - Actual Work Pgm Year 1 Year 2
2511 BALANCE FORWARD FROM PREVIOUS YEAR 9,231,314 3,250,338 9,231,314 9,231,314

BOOO 0o 2512 BALANCE FORWARD TO MNEW YEAR 3,250,338
BO0D 85 9178 RESERVE - BAL PWD TO SUBSEQUENT FY 4,875,143

==

Identify lines thathave been updated or changétte thebudgetaccount waén balance

. .. Highlight Changes
(revenues = expenditures) by clicking”

When an account is savedbalance in terms akevenus equaling ependituresa behind
the-scenes record is saved. If something later throws it out of baianegamplea schedule
change payroll processing, or ot her Il i ne
becomes available. Clicking this highlights the lines that are different from tba&lance
snapshot. Clicking again removes the highlight.

A Barmen e (139 SUSTAINABLE AND GROWSHS ECOMIMY v Sstaae el i B tow danfied s Tuaw B gy
LAY

Calg G Deinghes alen Wk Py

Add a line itermoteby clicking
Input revenue and neschedule driven coslata.

Delete a line itemyoclicking @ .
Return to the NEB®ain screen by clicking Save and ReturrCamncel.

Schedule Screen

This is the main screen from which you will be abledtect and input your schedule driven cost
data. Individual NEBS schedules are discussed in detail later in this manual.

t el



Summary Screen

The summary screen is inquiry only and can be viewed by decision unit, categoranL
budget account by decisiontuni Cl i ck @A Doneod at the bottom of
the Budget Account Line Item screefhis tab is a useful tool for review of your budgetals

or to review all decision units in one place.

Positions

This screen allows authorized usdcs access position information for a particular budget
account. The basic information for a position is shown. Access to detailed information for each
position is available by moving the cursor over the position title and clicking on the title. Entry
and rmaintenance of positions associated in the agency request will be covered in the Positions
Maintenance section of this manu@he screen also includes tools for adding attachments and
notes to position entries and for filtering which decision units areshGlick to see a summary

of the costs associated with the positi®eturn to the Budget Account Line Item screen by
clicking the Save & Returrbutton.

Refer to thePositionssection of this manual fatetailed instructions.

Fund Mapping

The FundMapping tab allows authorized users to link expenditures to revenues at the category,
object code, or position level. Users can map expenditures in one year and copy that map to the
second year. Once the fund mapping is complete, any changes to the amssooiated with

line items will be automatically updated in the fund map. Return to the Budget Account Line
Item screen by clickinthe Donebutton.

Account Maintenance

The Account Maintenance tab allows authorized users to create decision unisteguaties,
customize revenue GL descriptions, and define position groups.

Drop-Down Menus

Nearly all NEBS schedul es and most o fdrogt he ot'l
downo menus that allow the userutstreenschoose var

The NEBS Line Item screetrop-down menu allows the user to display a list of all available
decision units that have been identified in the budget account. You can see all decision units or
filter the view to a specific decision units you tover oneachdecision unit from therop-down

menu, you will be able to view the decision unit synapBiserefore, you will be able teasily

identify what the decision uni$ regardingrather than having to go to the Account Maintenance



tabto view the decision unit synopsis in tiree item note.

Other dropdown menus allow the user to select various standardized costs to include in the
agencyo6s budget. This simplifies the data i nj
from a mem will populate the line item with the appropriate costs. In the following screen if the
user clicks fAOffice Fur ni,NEBBSevil &ld &l @assdciatedeost*r * * E
information for that item (item description, object code number anddbeciated unit costs for

each year of the biennium) to the budget. The user needs only to indicateitheeeded each

year and to assign the decision unit and category.

Equigment Schedule
Year 1
Dielete| Line = DU Catg Gl Eguipment Type Count Fate Taotal
%]
1 E] 241 OF OFFICE FURNITURE v || 0002 EXECUTIVE = ENTIRE UMIT *= v O 3,783.00 0,00
Equipment Schedule Totad:  0.00
Grand Total (Includes Other Amounts Below): 0,00
Icons

NEBS icons allow the user to easily identify system functions. Sorttee ééons include:

Adds line items.

=) Deletes line items.
Adds notes and descriptivext.

Extracts data to an Adobe PIile.
Extracts data to an Exckle.

1] (| 52

Searches NEBS for input values available for that particulaiténe

Copies decision units and versions within the same budget or to different versions
budget accounts.

Provides position functions: view cost, update, reclass, ¢t@msfer, and delete

Displays funding source for each line item.

Message Screens

Message screens provide vital information concerning the status of your input and alert you to
errors and incomplete entries.

10



Task Bars

NEBS task bars provide easy access to NEBS data and functions. To access the budget task bar,

click the doublearrow icomﬁ"}F

to the left of the folder header. You can close the budget task
bar byclicking a second time. The remainder of g@eens in this manual will show the
budget task bar &$osed.

Text Editing and Notes Functions

NEBS providesthe ability to add and speatheck narrative text throughout your budget. You
may add notes and attach external documents to a decision unit, a line item, a position, a
schedule, etc. According to the Budget Building Manual, every adjustment madeNH Bte
decision unit must include a detailed description (at the object code level) of how the adjustment
was calculated and why it wagade. This information should be added using the additional text

tool on the line item detajpage.Click to access thadditional text entry screen. Anywhere
you see the spetlheck icon, simply click to check the spelling of your text.

NEBS Functions

Introduction

This is a brief overview of the functions available in the NEBS application.

Text Functions

You may enter text, perform spehecks, and attach documents at the following levels within
NEBS: Budget account version Program descriptions, expanded peogr narrative and
performance indicators are entered here.

1 Decision unit- Agencies are required to provide both a synopsis and a narrative justification
for all decisionunits.

1 Categories- Describe agency specific information regarding budgetgoriesere.

1 Line item - This is where you provide additional justification or explanation for a particular
lineitem.

1 Positionsi This is whereyou provide additional justification for a position or group of
positions.

T Schedules and scheduldriven line items - You may add text to the schedule as a whole or
to each line item within the schedule. Text and supporting attachments are requiredsey
the lump sum schedule feature.

11



Program Description

The program description is entered at the Budget Account Version level by clicking temtthe

icon ":_}’on the Budget Account Versions List page. The information entered here will print in
the execuve budget. The following describes the functions on the screen displayed to enter
program descriptions at the Budget Account Versioel.

Save- Save the data and remain on the additionaltédxt

Save and return- Save the data and return to firevious screen (Budget Account Versions
List).

Cancel- Ignore changes and return to the previous screen (Budget Account Veérstpns
View attachment- Allows authorized users to view attachment.

Delete attachment Allows authorized users to dédeanattachment.

Choose File- Allows authorized users to browse the local or network directoriesfiter a
Attach file - Allows authorized users to attach files located usingkio®se filefunction. To
attach a file, browse for the file. Once youdt it, double click on the file. The file name
will appear in the box next to thehoose filebutton. Click Attach File to add the file to the
list in the Attachments box. The following describes the functions osctieen.

= =

= = =48 - =4

Decision UnitDescriptions

Decision unit text is accessed through the Account Maintenance tab and includes both the
decision unit synopsis and narrative. The decision unit synopsis appears in the Executive Budget
and should be short and concise (hence the term syhofsistated in the Budget Building
Manual, narratives for each decision unit must clearly identify the nature of the request and must
be accompanied by detailed justificatioAn example can be found in tisyle for Budget Text
sectionof the Budget Mamal. The same functions available at the program level are also
available at the decision unit level.

Refer tothe Program Description earlier in this section.

12



NEBS Reports

Introduction

NEBS providegwo separate links to a list of available reports. The list is available by clicking

on the Budget Account Versions List page or by clicking the reports tab to the right of the
NEBStab.

“eports © Admin © Messages

count Versions List

Budget Task Bar Settings

Budget Prep Tasks
List Budget Accggt Versions Budget Period: | 2005-2007 Biennium (FY08-07) ~| ‘ Access NEBS reports via the

Usthenorts G ; e icki
Cilcijate Payrol | Budget Account: | 1000 OFFICE OF THE - r.epo'ns tab or by clicking on the
Distribute Cost Allocations = | link in the task bar.
View/Update Statewide Schedules | 2 7 |
Budget Account Version Status
Budget Admin Tasks 1000 - OFFICE OF THE GOVERNOR
Administer Payroll Settings A01 - AGENCY REQUEST 1 Open
Administer Schedule Rates
Establish Cost Allocations G01 - GOVERNOR RECOMMEND'S 1 Inactive
Administer Reference Tables 4
A . . LO1 - LEGISLATURE APPROVED 1 Inactive
Maintain Enterprise Yersions
W01l - WORKING VERSION 1 Open

EI Create New Working Version...

Create Budget Account...

To select a report, click on it. You will be taken teeport settings menu for that report.

Awvailable Reports

Budget Account Reports -
NEBS2004 Budget Book {(Agency)
NEBS210 Line Item Detail & Summary
NEBS211 Adjusted Base
NEBS220 Budget Highlight
NEBS225 Yersion-to-Version Comparison
NEBSG600 Fund Mapping Summary
NEBS610 Performance Indicators
NEBS630 Line Item-to-Fund Map Comparison
NEBS640 Fund Mapping Detail Report

Schedule Reports -
NEBSS00 DolT Projected Utilization Reports
NEBS990 Statewide Yiew of BAY Schedules

Payroll Reports -
NEBS130 Payroll/Position Detail
NEBS 135 Position Summary
NEBS138 Listing of Unclassified Positions within %9 of Governor's Salary

Out of Balance Reports -
NEBS234 Out of Balance Budget Account
NEBS235 Reserve Out of Balance
NEBS240 Category Negative
NEBS241 GL Negative

Closing Reports -
NEBS130WP Payroll/Position Work Program Detail
NEBS210WP Line Item Work Program Detail
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lllustrations provided in the report section of this manual describe screens associated with the
NEBS210 report.

The NEBS210 report can list any budget version. The report on the following page was
generated usintpe settings shown below.

Report Settings

Settings for: NEBS210 Line Item Detail & Summary

Budget Period: [2013-2021 Biennium (FY2021) v |

Budget Account Method: ®single CMultiple OBy Analyst

Decision Unit(s):

BO0D BASE A
M100 STATEWIDE INFLATION

M103 AGENCY SPECIFIC INFLATION

Budget Account: |4162 DCNR - STATE PARKS (Inguiry) ~
Version(s}: [ a1 AGENCY REQUEST v
None v
Nene v

Summary Level: ®object Ccategory

Include Sections: - Detail by Object/Category
O - Summary by Object/Category
DC - Summary by Object/Category and Decision Unit Type

Additional Detail: [ “Jpragram Description [Clexpanded Program Narrative
Coecision Unit Synopsis [Cbecision Unit Narrative
Dcategory Text
DObJect Code Text

| Generate Report H Cancel
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NEBS210 State of Nevada - Budget Division 12/16/19 4:39 PM
Line Item Detail & Summary
2019-2021 Biennium (FY20-21)
Section A1: Line Item Detail by GL
Budget Account: 4162 DCNR - STATE PARKS
A1 A0
Actual Work Program Year 1 Year 2
Item No _ Description 2017-2018 2018-2019 2019-2020 2020-2021
BO0O BASE
[See Attachment]
REVENUE
2501 APPROPRIATION CONTROL 8,654,813 |p.740,162 8,794,731 9,056,213
2510 REVERSIONS -324,967 0 0 0
251 BALANCE FORWARD FROM PREVIOUS YEAR 5,266,679 0 0 0
2512 BALANCE FORWARD TO NEW YEAR -5,016,980 0 0 0
2513 BALANCE FORWARD TO NEW YEAR NEW B/A -5,720 0 1] 0
3303  MARINA DEVELOPMENT GAS TAXES 1,111,333 983,025 1,111,333 1,111,333
3574 REC TRAILS ADMIN FUNDS 103,568 77,794 108,070 109,709
3589  FEDERAL GRANT-I 0 150,000 0 0
3717 VETERANS ADMIN CHARGE-CURRENT YEAR 5410 6,330 15,060 15,060
3722 VETERAN ADMIN CHARGE-NEXT FY 12,050 5,730 0 0
3727  GRAZING LEASE FEES 71,196 71.944 71,185 71,195
3750 SENIOR ADMIN CHARGE-CURRENT YEAR 39,270 73910 102,185 102,195
3842 USER CHARGE-CURRENT YEAR 2,901,712 4,372,093 5,345233 5,345,233
3844  USER CHARGE- NEXT FY 2,686,211 2,292,049 1,197,809 1,197,809
3853  RETURNED CHECK CHARGE 25 225 25 25
387 ADMIN CHARGES SENIOR PERMIT - NEXT YEAR 68,810 50,820 0 0
3893 LICENSE PLATE CHARGE 168,603 200,510 65,400 65,400
4201 REIMBURSEMENT 66,560 53,712 0 0
4203  PRIOR YEAR REFUNDS 69 2,288 69 69
4254  MISCELLANEOUS REVENUE 11,361 57.202 11,361 11,361
4663  TRANS FROM COMMISSION ON TOUR 509,131 508,131 29,708 29,708
4666 TRANSFER OF BOND PROCEEDS-EIP 32,024 40,880 52,228 52,251
4704 TRANS FROM TRANSPORTATION 62,700 100,000 62,700 62,700
4723  TRANSFER FROM PARKS DIVISION 236,601 300,249 172,771 178,616
TOTAL REVENUES FOR DECISION UNIT BO0O 16,660,459 18,088,054 17,139,888 17,408,877
EXPENDITURE
01 PERSONMNEL
5100 SALARIES 6,986,742 6,919,242 7,214 670 7,426,830
5170  SEASONAL 0 1,799,750 1] 0
5200 WORKERS COMPENSATION 128,811 106,774 102,374 107,241
5300 RETIREMENT 1,396,991 1,446,982 1,577,978 1,621,204
5400 PERSONNEL ASSESSMENT 29791 32,681 32,680 32,680
5440 PERSONMNEL SUBSIDY COST ALLOCATION 15,851 17171 15,851 15,851
5500 GROUP INSURANCE 1,029,050 1,086,924 1,093,593 1,093,593
5700 PAYROLL ASSESSMENT 9,803 10.213 10,214 10,214
5750 RETIRED EMPLOYEES GROUP INSURANCE 164,336 175,741 183,256 188,638
5800 UNEMPLOYMENT COMPENSATION 8213 10,035 10,094 10,387
Page 10of 24

The following options are available for the NEBS210 Line Item Detail and Summary report:

1 Detail byGL/category
T  Summary byGL/category
T Summary by GL/category and decision uyjte

You can select one or all of the options listed. Other text options can be accessed through the
Additional Detail section of the settings page. All reports in NEBS, once generated, are in PDF
file format and can be printed, saved, emailed. Additionally, some reports are in Excie

format.

15



A list and a brief description of the available report in NEBS is provided below:

Budget Account Reports

NEBS200A Budget Book (Agency)An abbreviated budget report by decision unit used by the
Legislative body.

NEBS210 Line Item Detail & SummaryA detailed budget report used by fiscal staff.

NEBS211 Adjusted BaseA report by GL/OC showing baseM150 used by fiscal staff.

NEBS220 Ridget Highlight- A brief description of a budget accounts decision units listed in
priority order.

NEBS225 Versiorto-Version Comparison- Allows comparisons between budget account
versions.

NEBSZ30 Reserve Summatiy Reports reserviealances.

NEBS232Expenditure Detail Reports expenditure detaitthe category, GLanddecision unit
level.

NEBS300 Activity Budget Agency Infb Gives agency information entered in the Activity tab.

NEBS310 Activity Budget Activity Repori Detailed information of activities, performance
measures, and population entered in NEBS.

NEBS610 Performance Indicatorddministrative report of performance indicators.

NEBS620 Major Budget Initiative Detdil Detailed information about Major Budget Initiatives
enteredm NEBS for an agency.

NEBS630 Line Itenrto-Fund Map ComparisonGives fiscal staff a quick reference to balance a
fund mapping.

NEBS640 Fund Mapping Detail RepefReportsdetailed fund mapping information.
NEBS650 Lineltem Work Program Summaigeport- Gives fiscal staff the detailed changes of
a budget amendment

Schedule Reports

NEBS900 EITS Projected Utilization ReportfReports projections and expenditures affecting
EITS.

NEBS990 Statewide View of BAV ScheduleBudget account specifecheduledriven reports.
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Payroll Reports

NEBS130 Payroll/Position DetailReportspay and position detail.

NEBS135 Position Summary Allows for quick reference to FTE counts with version
comparison capability.

NEBS138 Listing of Unclassified Positionsitiin x% of Governor's Salary Report of
unclassified positions funded at a certain pe

NEBS150COLA Exception Repoiit Reportof positiors with COLA exceptions

Exception Reports

NEBS234 Out of Balance BudgAtcount- Used by fiscal staff to ensure a budget account is
balanced.

NEBS235 Reserve Out of BalanedJsed by fiscal staff to ensure budget accounts funded by
reserve are balanced.

NEBS240 Category NegativeUsed by fiscal staff to ensure a budget aotaoes not have a
fiscally negative category balance.

NEBS241 GL Negative Used by fiscal staff to ensure a budget account does not have a fiscally
negative GL/OC balance.

NEBS24 Transfer (E900) Exception Repeft)sed by fiscal staff to ensure budgetauns are
transferred appropriateBnd accurately

NEBS330 Activity Mapping Linked to Incorrect Divisioh Used by fiscal staff to ensure
activities are linked to the correct division.

NEBS340 Mapping Exceptions RepodrUsed by fiscal staff to verifyuhd mapping is accurate.

NEBS990X Statewide BAV Schedules Exceptidndsed by fiscal staff to ensure schedules are
complete and accurate.

Closing Reports

NEBS130WP Payroll/Position Work Program DetailPosition pay summary sorted by
groupings.

NEBS210WP Line Item Work Program DetailSummary expenditure report by GL/OC or
category. Used by management as a quick reference.
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Account Maintenance

Introduction

The account maintenance function of NEBS is the starting point for building a budget in NEBS
and tells thesystem how a budget will be constructed. This is where you will indicate which
decision units you will be requesting, which categories you will use for your revenue and
expenditure authority, and which specialized revenue ledgersstandard GLs/OCs withAn

agency specific description) will be in your budget. This is also where you will establish your
position groupings, indicate which assessments will be included in the budget, and add agency
level priorities.

To access the Account Maintenance screkeck on the Acct. Maint. tab within the NEBS Line
Item screen.

Budget Account Line Items

Busdget Account Version: | 20212023 Berniam (Fr22-23) > ¢ | 1000 OFFICE OF THE GOVERMOR 00 AGENCY REQUIEST AS SLIEMITTEDREEES

There aresix subfunctions within the Account Maintenance tab dropdown menu

DecisionUnits

Categories

GLs

Line Item PositiorGroups

Assessmenbettinggl. onl y avail abl e to
Other Account Settingsonl y avail abl e t

oukwnpE

t h Governor o6s F
t r

e
o] he Governor 6s
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The default screen is the Decision Unit screen.

Summary Line Items Schedul Positi: Mappit Acct. Maint.

View: Decision Units b

Department Budgat Account Transfer To Transfer From

Action Code Description

Priority Priority

4 r 4 o .

8) M101 AGENCY SPECIFIC INFLATION nfa nfa
BOOD BASE nfa nja

M100 STATEWIDE INFLATION nfa n/a

M150 ADJUSTMENTS TO BASE nfa n/a

M300 FRINGE BENEFITS RATE ADJUSTMENT nfa n/a

E670 SALARY ADJUSTMENT FOR 2019-2021 BIENNIUM nfa n/a

Some of thébasic actions you will be able to perform in tle@irfavailablesubfunction screens
within the Account Maintenance screeclude

Copy
Add Notes

Add lineitems
Delete lineitems
Download data to Excel or a POile

agrwbdE

Decision Units

Threedecision units will already be established in the budget in NEBS:

1 Base decision un{B000)
T Inflation decision uni{M100)
T Adjustments to Base decision uit150)

Summary Line Items Schedul Positi M. i Acct. Maint.

View: |Dedision Units R
Action Code Description Departl_-ne_nt Budget Acc_nu_nt Transfer To Transfer From
Priority Priority
BOO0 BASE n/a n/a
M100 | STATEWIDE INFLATION nfa nfa
M150 ADJUSTMENTS TO BASE n/a n/a

There is no priority capability for these pestablished decision units. Wheappropriate, use

the Account Maintenance function in NEBS to define any additional decision units you require
in your budget request. By default, all budget elements contained within the thestgirieshed
decision units in NEBS will already be definadd initialized in the system. Any request for
funding that is outside your adjusted base budget must first be defined and recognized by the
system before costs can be associated with it in NEBS.
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Establish a Decision Unit

Click the Add Decision Uniicon 9

2. Using the drogdown menucglick on the appropriate decision unit title (one that corresponds
as closely as possibleyoour deci sion uni't goal as it
goals). Call your budgedfficer for assistance if you are having difficulties choosing an
appropriate title for your decisiamit.

3. Assign your decision unit a priority number. All decision units (other than b&ke) and
M-100) must have an assigned priority number. The assigmaitypnumber of a decision
unit may be changed at any time during the agency request phase; however, you may not
duplicate priority numbers.

4. Click the Save button to save your work and stay in the decision unit screen. Alternatively,

click the Save anReturn button to return to the Account Maintenasween.

=

Note: If the decision unit is a transfer unit, you can define the budget account to which the
decision unit is transferring to.

Summar ¥ | Limeltems | Schedules — Positions Mapping = Acch. Maint,
a Lnits -
Aoon Code Descriphon Transfer To = Transfer From

“Eesus TRAMSFERS [ ww 2 -
" SLETAMABLE AND GROWING ECONOHY f W [ 1 | 1000 OFFICE OF THE GOVERNOR

Copy a Decision Unit

=

Click the copy icol
2. Click the Budget Account dregown and choose the budget account you want to
copyto.
Click the Version drojlown and chose the version you want to daopy
Click the Decision Unit drojglown and chose the decision unit to ctpy
A If you want the copied value to be negative, or opposite (i.e., a transfer decision unit)
of the values in the decision unit, check the Opposite Gogy
A If you want to include position data, check the Include Position box and indicate if
you wantthe data to copy over as new positions, exact copieégrsfers.

> W
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A Indicate if you want to reuse the same position control numbers (PCNSs) or assign new
PCNs.If you are simply copying data straight across to another budget account or
version, then you wdd usually check the Reuse PCN bdk.you are copying
position data over to another version or budget account to create similar new
positions, checkhe Starting PCN # box with the first number in the sequence you
would like tocreate.

5. Click the Copybutton when you are finished entering your copy parameters. This will return
you to the Account Maintenanesereen.

The following screenshot illustrates the options available within the Copy Decision Unit screen.

Copy Decision Unit

Source:

Budget Period:
Budget Account:
Wersion:

Decision Unit:

Destination:

Budget Account:
Wersion:
Decisi